
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT AND 

FOR AGENCY USE 1. Agenw Address 
gplicaiion Dale Depar'aent of Education 

h'e-ma Burgess Scpervisor , F i e l b T n g i n e e r i n g  656-59@5 
1. Action Rmuested 

FOR RECOROSMANAGEMENT USE 
AD9licarimNumber ~ . 

Off i ce  of I n s t r u c t i o n a l  Serv ikes  
Div is ion  of I n s t r u c t i o n a l  Media Se rv ices  
2054 Twin Towers E a s t  

IAt lan ta ,  Georgia 30334 

ipplicaxion Number ------I 

7. Rewrd Series Description 

Documents relating to: 
and ind iv idua l s ,  other S t a t e  Agencies. 

Indudedare: ~orms,  maps, informational documents developed by F i e l d  Engineering, 
s p e c i a l  p r o j e c t s ,  budgetzry readouts ,  equipment cost information. 

This f i le wnuins the following documents linclude form numbers and titles, ifany): 
Attach samples of the file. 

Providing l i a i s o n  service between Unit and others wi th in  the Department 

8 3 - 1 q  
Date Received DDte Compkted --l. - 
D F C  2 7 1982 1 J A N  2 4 1987 

~i~~ is arranged: Alphabet ica l ly  by subject heading. 

i. Dates of Series 
Farlien Latest 

1965 I To d a t e  

?. Monthly Reference Rate How often are records referred 10 which are: 

5. Remrds Series T r l e  (followed by title used in office; if different) 

Engineering Management F i l e s  

One to six months old 6: Seven to twelve months old 2 ; Thirteen to twenty-four months old 3 
~ ~. 

trveify:!:ve months and older 2 ? ~~ 

?. hnnual Rate o! Clrxumulation of RcoDrdr 

Letters:ze drawers ; Legakize drawers ;Shelves ; Other b ? ~ ; ! y l  - 



YES I NO I 10. Ouenionmire (Place an “X” In fhe proper mlumnl 
= 

I ”  I I a. I s  this the official m p y  of the series? 

11. Retention Requirements The following requires the series to be kept: 

e. State Law years. d. Audit period years. 
b. S1a:utp of limitation years. e. Administrative need 5 years. 
c. Federal law years. 1. Federal retention instructions years. 

Attach copy or excert of laws 0: regulations. Explain administrative need. 

12. Approved 3isposition Instructions This agency recommends that the file series be cut OK a t  the end of each: 
R Caieqda: Year; 5 Fiscal Year; E Other then, 

C i loit  i.: the curren: filer x e a  monthk)  yearb); then 
0 Tranrter io loci! holdins area: hold 
D Trans!ei t c  h i e  Recards Center: hold 
5 tesrroy. 
0 7:ansfer to State Archives for permanent retention. 
Po Other fSpecifyl  

yearis); then 
yearls): then 

Hold i n  current f i l e s  area 5 years; then destroy. Destroy earlier i f  superceded, 
obsoleted, or no longer needed. 

These instrL.c:ios apply to all prior and future accumulations of the series. 

emmnendit ions in para- 
graph 72 are ao3rovt:. 
fl? diss?pmvec. z ~ z c h  lerrer 
of exp lanar io~ l  


